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[bookmark: _Toc143644748]Ⅰ. Introduction


1. [bookmark: _Toc143644749]Definition of Project Management 

Managing a project means leading a team to achieve all project goals within the constraints. Project documentation is usually created to describe this information at the beginning of the development process.

2. [bookmark: _Toc143644750]Importance 

Managing projects is critical to the efficiency and effectiveness of every aspect of a business. When done correctly, planning and managing projects effectively enable leadership to complete objectives on time and within budget.

3. [bookmark: _Toc143644751]Purpose of the project: Feed Yourself Happy 

Feed yourself happy is a canteen project in a global IT company. The tasks for our team is to create a place for lunch and recreation by solving the traffic problem during lunch and providing a healthy lifestyle for employees. The project management life cycle is included in this report, with planning milestones, time management and stakeholders provided.

[bookmark: _Toc143644752]Ⅱ. Main Body

1. [bookmark: _Toc143644753]Initiation


1.1 Definition of initiation
During this phase, the project will be defined, a business case will be developed, and the project will be approved.


2. [bookmark: _Toc143644754]Project charter

2.1 Definition of Project charter
A project charter describes a project's objectives, scope, and responsibilities and is used to obtain approval from key stakeholders. Describe the project's main elements briefly and succinctly in the charter.



                                         
2.2 Project charter Figure
	       
 Project name  

	
Feed yourself Happy – canteen in IT company


	
        Manager     

	
	      Nevyana Nikolova

	   
   Team members

   Dayana Pantaleeva,
   Danail Mishev, 
   Elena Furnadzhieva

	
     Start date	     01/09/2023

     End date	     31/12/2023

	  




                    Tasks project
	
· Developing a canteen for a global IT company

· Realizing a lunch and recreation area by solving the lunch traffic problem

· To ensure a healthy lifestyle for the employees


	




                     Deliverables 
	
· A buffet of fresh prepared food and drinks, as well as vegetarian, vegan, sugar-free, and gluten-free food options
· A large terrace with a fountain and a yoga space provide stress-relieving features


	
                    Stakeholders
	
· An organization's owner and Managers
· Customers and Canteen Staff
· Suppliers
· Health and Safety Inspectors  



                                                                                                Figure1: Project Charter (Nikolova, 2023)





3. [bookmark: _Toc143644755]Planning


3.1 Definition of Planning
An important management component is planning, which involves setting objectives and devising strategies for achieving them.


3.2 Importance 
Planning for a project is crucial since it provides a shared vision for its objectives. In order to achieve the project's goals and deliver excellent results, the team must have a shared understanding.



4. [bookmark: _Toc143644756]Stakeholders

4.1 Definition of stakeholders 
Stakeholders are people, groups, or organizations interested in the decisions or activities of a business, organization, or project.


4.2 Importance of stakeholders 
Because stakeholders are interested in a business's success, they can support it, provide ideas, and provide resources. Businesses should acknowledge this value and listen to what stakeholders have to say.


5. [bookmark: _Toc143644757][bookmark: _Hlk143645774]Mendelow's Matrix

5.1 Definition of Mendelow's Matrix
 Developed in 1991, Mendelow's Matrix measures the interest and power of individual stakeholders. As a result, the level of impact they can have on significant business decisions can be determined from this information. According to the Mendelow matrix, the stakeholders fall into four categories:


5.2 Mendelow's Matrix Figure
	
Low












        Power












	
Priority level low



    Suppliers

The supplies have over the business is limited and they are not interested in making a difference. The group does not need to be engaged or informed, but we should monitor their situation in case their status changes.

	
Keep informed 



Customers and Canteen Staff

This group has little influence over business decisions, but it is extremely interested in them. Staff members could be included. Ensure that customers and canteen staff are kept informed about changes and that their opinions and suggestions are considered.

	
















High

	
Keep satisfied




Health and Safety  Inspectors


Governmental bodies such as Health and Safety Inspectors could be involved since they may be able to change laws, but they are unlikely to be interested in the organization itself. As far as keeping them satisfied, we should never underestimate their potential to move from high-interest to high-power positions.

	
Key players


An organization's owner and Managers


  An organization's owner and Managers are critical stakeholders with significant power. A project that does not meet stakeholders' needs can be stopped or paused by them.


	Low


	              Interest

	                                   High


                                                                                           Figure 2 Mendelow's Matrix (Nikolova, 2023)
                          

6. [bookmark: _Toc143644758]Work Breakdown Structure (WBS)

6.1 Definition of Work Breakdown Structure
Work-breakdown structures are deliverable-oriented breakdowns of large projects into smaller components in project management and systems engineering. Organizing a team's work into manageable sections is the purpose of a work breakdown structure.

6.2 Importance
Create a Work Breakdown Structure (WBS) to define and organize the work. A schedule can be developed quickly by assigning effort estimates to specific sections of the work breakdown structure. Identifying potential scope risks can be accomplished by identifying branches that are not well defined.





6.3 Work Breakdown Structure Figure
	
	
	
	
	
	
	
	
	
	

	
	Task No.
	Description of the task
	In charge of the tasks
	It depends on
	Requirements
	Task status
	Cost
	Start date
	Finish date

	
	  1
	Initiation Phase
	Dayana Pantaleeva
	
	
	
	
	
	

	
	1.1
	Market Research                                                                   
	Dayana Pantaleeva
	Installation
	Hardware tools
	Completed
	£1800
	01/09/23
	09/09/23

	
	1.2
	Create menu
	Dayana Pantaleeva
	Creating
	Manual
	Completed
	£1200
	10/09/23
	20/09/23

	
	1.3
	Canteen design
	Dayana Pantaleeva
	Creating
	Manual
	Completed
	£500
	10/09/23
	20/09/23

	
	   2
	Planning Phase
	Danail Mishev
	
	
	
	
	
	

	
	2.1
	Budget  planning
	Danail Mishev
	Planning
	Software tools
	Completed
	£82200
	02/09/23
	12/09/23

	
	2.2
	Obtain permits
	Danail Mishev
	Planning
	Manual
	In Progress
	£3000
	14/09/23
	N/A

	
	2.3
	Purchasing equipment
	Danail Mishev
	Purchase
	Software tools
	In Progress
	£41000
	25/09/23
	04/10/23

	
	  3
	Execution Phase
	Nevyana Nikolova
	
	
	
	
	
	

	
	3.1
	Building renovations
	Nevyana Nikolova
	Starting
	By building company
	In Progress
	£20000
	14/09/23
	30/10/23

	
	3.2
	Design and layout
	Nevyana Nikolova
	In Progress
	By building company
	In Progress
	£1000
	05/11/23
	30/11/23

	
	3.3
	Arrangement of the interior
	Nevyana Nikolova
	In Progress
	By building company
	In Progress
	£4500
	03/12/23
	20/12/23

	
	3.4
	Recruiting and training employees
	Nevyana Nikolova
	In Progress
	By the project team
	In Progress
	£5000
	05/11/23
	01/12/23

	
	4
	Close Phase
	Elena Furnadzhieva
	
	
	
	
	
	

	
	4.1
	Trial run and finalize
	Elena Furnadzhieva
	In Progress
	By the project team
	In Progress
	£3000
	02/12/23
	27/12/23

	
	4.2
	Grand Opening Event                                                           
	Elena Furnadzhieva
	In Progress
	By Elena Furnadzhieva
	In Progress
	£1000
	       /
	30/12/23


                                                                             Figure 3: Work Breakdown Structure (Nikolova, 2023)







7. [bookmark: _Toc143644759]Gantt chart

7.1 Definition of Gantt chart
Henry Gantt designed and popularised the Gantt chart between 1910 and 1915. A Gantt chart illustrates the schedule of a project. Besides showing the dependency relationships between activities, modern Gantt charts show the current schedule status.

7.2 Importance of Gantt chart
Planning and scheduling projects can be made more accessible with Gantt charts. Provide us with a calendar for how long a project will take, the resources needed, and the order in which we should complete tasks.



7.3 Gantt Chart Figure
[image: ]












[bookmark: _Hlk143726574]                                                                                                   Figure 4: Gantt chart, (Nikolova, 2023)



8. [bookmark: _Toc143644760]Execution

8.1 Definition of Execution
 The execution of a strategy is the process by which an organization reaches its goals based on a strategic plan. A successful team comprises daily structures, systems, and operational goals. Without the correct execution, even the best strategic plans can fail.



8.2 Importance of Execution 


Monitoring the strategy execution process regularly is essential for ensuring the project is on track to achieve its goals. Customer satisfaction and employee engagement are two examples of key performance indicators to track. The strategy execution process can be made more effective by regularly monitoring progress and making adjustments as necessary. 




9. [bookmark: _Toc143644761][bookmark: _Hlk143646172]SMART Criteria 


9.2  Definition of SMART Criteria
The acronym SMART describes a method to determine what needs to be done to achieve better results, for example, in project and employee performance management.


9.3 Importance of SMART Criteria
It is essential because goals can be clearly defined, focused and motivated with the help of SMART strategies.




9.4 SMART Criteria Figure

	


S
	


Specific
	

Deliver the project by the deadline







	
Establish a budget



	
Expectations management for stakeholders


	






M
	






Measurable
	
By creating a work breakdown structure for any plan and set of tasks to get granular about the work needed to be done on in the project. The team will break a project down into a hierarchy of deliverables and tasks. This is the way of organizing and understanding our project targets into smaller, manageable components

	
In a budget report, the team will compare our current expenses with the budget allocated for the project. Overspending will be highlighted if the team detects it.
	
The team will develop and deliver a training program that creates awareness about meeting the deadline and fitting into the budget.
Having a risk management plan allows the team to be proactive and take steps to mitigate possible harms before they arise. The project team will take the risks identified and convert them into actionable steps to reduce their likelihood; those steps then become contingency plans that hopefully will be aside

	







A
	







Achievable
	
The team's strategy is based on having an achievable goal. Our team has the resources, including the necessary time management tools such as the PERT chart, and well-organized meetings with the head team manager
	
Having an achievable goal is the basis of the team's strategy. Our team has the resources, including documents, financial reports, and time to accomplish the goal
	
The team strategy is based on the goal being achievable. We have the resources and time needed to achieve the goal. This includes the necessary data, senior team members for help and teaching the trainee team members how to develop new skills


	











R
	











Relevant
	
In order to meet the deadline, face-to-face meetings will be reduced
	
The team will distribute an expense report showing current expenses and budget. Where we are overspending, we will highlight it. In response to our current spending, the team will suggest ways to cut expenses to bring us back within budget

	
Our team will distribute a detailed report every week on our activities. Based on how far the project has come and clarifies everything

	


T
	


Time-Bound

	
A long-term goal until 30/12/2023
	
Deadline until 15/12/2023
	
A long-term goal, a timeframe 01/09/2023 to 30/12/2023 and a deadline 30/12/2023



                                                                               Figure 5: SMART Criteria (Nikolova, 2023)





10. [bookmark: _Toc143644762]Project scope

10.1 Definition of Project Scope
 The scope of a project is the defined features and functions of a product or what needs to be done to complete it. An essential part of scoping a project is getting information on what the product should include to meet the needs of stakeholders.


10.2 Importance of Project Scope

Managing the scope of a project is essential for ensuring that it meets the stakeholder's needs and expectations on time and within budget. The framework helps define the project scope, break it into manageable pieces, and validate it with stakeholders.

10.3 Project score Figure
	
Description of the scope


	
The criteria for acceptance
	
Deliverables
	
Exclusions
	
Assumptions

	
To provide healthy eating

	
The menu should provide healthy fresh food for everyone, including vegan, vegetarian, sugar- and gluten-free option

 
Fresh drinks, including juices, coffee and water, on the side

	
A complete set of kitchen equipment


Coffee machine, freezer
	
Free fresh prepared food at the buffet by fifty-person staff

Free coffee, juices and water drinks
	
The canteen staff have all the materials and documents to prepare the right menu for all employees' needs

	
To provide space for relax 

	
On a large terrace, the room should have space for yoga practice, stress-relieving plants, and a fountain

	
Green plants, a fountain, and a large terrace
	
Yoga mats and a relaxing environment are provided for free
	
The construction company has all the necessary documents and permits for safety and has prepared a canteen in suitable colours for the relaxation and comfort of employees


	
Reduce waiting time and congestion for lunchtime.

	
A spacious area for resting and eating lunch 
	
Buffet, tables, and chairs
	
Lunchtime traffic is minimal
	
The project team has prepared a report on the request to reduce traffic during lunchtime



                                                                     Figure 6: Project scope (Nikolova, 2023)










11. [bookmark: _Toc143644763]Risk management

11.1 Definition of risk management
 Project risk management refers to activities that minimize project risk and ensure a project is completed within budget and on time.



[bookmark: _Hlk143596592]11.2 Importance of Risk management 
Risk management is regarded as being important by successful project managers because achieving a project's goals depends on planning, preparation, results, and evaluation. An effective risk management strategy is critical for identifying project strengths, weaknesses, and opportunities. The organization will be prepared to respond if unexpected events occur if it plans for them. Define the team's strategy for mitigating and avoiding problems when the team needs to do so to ensure the project's success.






11.3 Risk management Figure

	
Risk identification


	
Determine the level of risk

	
Reasons for the risk

	
Risk Control

	
Review control

	
Not meeting the project's deadline


	
     High 


	
Unrealistic Deadlines: The project deadlines are set without considering the complexity of the tasks involved or the availability of resources. Unrealistic deadlines put unnecessary pressure on the project team and increase the chances of missing the deadline

Dependencies on External Factors:

Projects that rely on external factors, such as suppliers or third-party vendors, can face delays if these external entities fail to meet their commitments. Delays in receiving materials or services can disrupt the project workflow and hinder progress

	
Prioritize Tasks and Allocate Resources:

Once the project is broken down into tasks, it is crucial to prioritize them based on their importance and urgency. Assign resources accordingly to ensure that critical tasks receive the necessary attention and resources. By properly allocating resources, the team minimizes the risk of delays and ensures that project milestones are met

	
By face-to-face and online meeting review

	

Having trouble meeting the budget
	

   Medium

	
Inefficient Project Management:

Poor project management practices include ineffective delegation, lack of monitoring, and inadequate progress tracking. A well-managed project requires efficient planning, coordination, and oversight to ensure it fits into the budget

	
Identify and Manage Potential Risks:

Identifying potential risks associated with the budget is crucial for effective risk management. Conduct a comprehensive risk assessment to identify internal and external factors impacting the budget. Once risks are identified, develop contingency plans to mitigate their impact. Regularly review and update the budget strategies 

	
By a detailed weekly financial report

	 
A failure to meet stakeholders' expectations


	
    Medium
	
Projects often face unforeseen risks and challenges that can impact the stakeholders' expectations. These risks may include technical difficulties, resource unavailability, or external factors such as natural disasters or legal issues

	
Foster Effective Communication and Collaboration:

Establishing open and transparent communication channels among team members and stakeholders is essential for a successful project. Encourage regular status updates, project meetings, and practical collaboration tools to ensure everyone is aligned and aware of project progress.
	
Reviewing by face-to-face and online meetings every week


                                                               Figure 7: Risk management (Nikolova, 2023)



12. [bookmark: _Toc143644764] Closure

12.1 Definition of Project Closure
The final phase involves completing and transferring all deliverables, signing off and archiving all documentation.




12.2 Review and Report of the project

	
Project Name

Feed Yourself Happy
	
A brief overview

Feed yourself happy is a canteen project for a global IT company, which provides fresh food in a facility with a large terrace and space for yoga practice

	
Start Date
01/09/2023
	

End date

30/12/2023

	
	
	
	

	
Budget

	
	
	

	
Budget expected


	
Spending actuals


	
The disparity


	
A sudden expense

	
Market Research-£1800                                                                 

	£2000
	+£200
	+£200

	
Obtain permits-£3000
	£3000
	           /
	          /

	Create menu-£1200
	£1200
	          /
	         /

	Canteen design-£300
	£500
	         /
	        /

	Purchasing equipment-£41000

	£40000
	         +£1000
	       +£1000

	
Building renovation-£20000

	£20000
	           /
	            /

	
Design and layout-£1000

	£1100
	       -£100
	         -£100

	
Interior-£4500

	
£5000
	       -£500
	        -£500

	Training employees-£5000

	
£5000
	          /
	             /

	
Trial run-£3000

	
£2500
	       + £500
	          +£500

	
Grand Opening event-£1000

	
£2000
	       -£1000
	         -£1000

	
Schedule

	
	
	

	
Stages of the project


	
Date of target


	
Date of completion


	
Disparities and their causes

	
Initiation 
	01/09/2023
	10/09/2023
	
A business case is developed during this phase, followed by the approval of the project

	
Planning 
	02/09/2023
	04/10/2023
	Planning involves setting objectives and devising strategies for achieving them, which is a crucial part of management

	
Execution 
	14/09/2023
	01/12/2023
	 An organization executes a strategy by achieving its goals based on a strategic plan


	
Closure 
	
02/12/2023
	
30/12/2023
	
Finalize and transfer all deliverables, sign off, and archive all documentation in this phase


	
Results

	
	
	

	
Results


	
Deliverables expected


	
The actual deliverables
	
Disparities and their causes

	
Fully equipped kitchen 

	
Microwave, Fridge Coffee machine and water dispenser
	
Microwave, Fridge Coffee machine and water dispenser

	
The provision of fresh, healthy food and beverages



	
Space for Relaxing 

	
Plants, fountain, and yoga mats
	
Plants, fountain, and yoga mats

	
To provide stress relief

	Concerns
	
	
	

	
Aspects of risk


	
Deficiencies in skills


	
Scope changes


	
Issues of concern

	
Failure to meet the deadline for the project

 
	
Disorganization
	           
              No
	 
Lack of Motivation

	Budget problems
	      Unfound
	           No
	            No

	
Communication

	
	
	

	Meetings 
	           Date
	Meeting purpose
	            Issues 

	
Face to Face discussions
	 01/09/2023
 12/09/2023
 20/11/2023
 25/12/2023
	
Planning Project
	                 /

	
Online meetings

	 15/09/2023
 25/09/2023
	
Budget Planning
	                /        

	
Conferences 
	 20/11/2023
 03/12/2023
 28/12/2023

	
Renovating discussion 
	               /


                                                                                          Figure 8 Review and Report (Nikolova, 2023)


12.3 Lessons learned

· Trust in the Team

The challenge of teamwork is building trust, which goes hand in hand with being comfortable with one another. To foster teamwork, the work environment is important, as we need to build good relationships within the team.




· Clear Objectives 

It is important to identify clear objectives so that the project can be assessed on whether it is achieving its goals. To provide project clarity and strong links to evaluation, project objectives should be written as specifically as possible.
Within an organization, objectives assist in defining goals, identifying conflicting activities, guiding decision-making, and ensuring accountability.






[bookmark: _Toc143644765]Ⅲ. Feedback 


On Saturday, our project, Feed Yourself Happy, was presented. The presentation lasted twenty minutes, and our team consisted of four members - Dayana Pantaleeva, Danail Mishev, and Elena Furnadzhieva. The presentation included essential elements of the project cycle, such as initiation, planning, execution, and closure. Our team received congratulations and criticism from lecturers and students following the presentation. The lecturer asked precisely what the project risks were because it was unclear. Our colleague Elena explained the project's risks clearly - two serious risks, such as not completing the project on time and not fitting into the budget.



[bookmark: _Toc143644766]Ⅳ. Conclusion



In conclusion, the Feed Yourself Happy project can be deemed a resounding success. Throughout the project's duration, a Gantt chart was implemented successfully to effectively manage and track progress. This enabled the team to stay organized and meet their deadlines efficiently. One of the key achievements of the project was the resolution of all communication issues. Clear and open lines of communication were established, ensuring that all team members were on the same page. 

The stakeholders of the Feed Yourself Happy project expressed their satisfaction with the outcomes. The project's deliverables met their expectations, and they were pleased with the team's ability to deliver a high-quality product. The project team recognized the importance of employee well-being and took measures to promote a healthy work environment. This included providing nutritious meals and fostering a positive work-life balance
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